REVIEWER RECRUITMENT MODULE (RRM)

HRSA Division of Independent Review (DIR)
Reviewers Manual- New Registration

<@HRSA Health Resources and Serv ces Administration




RRM - An introduction

The Reviewer Recruitment Module (RRM) is a web-based system to
source subject matter experts for grant reviews.

RRM enables reviewers register

: their areas of expertise, contact
Powerful online tool to source and information and resume for

manage grant reviewers. selection by peer review
managers.

RRM delivers specific information
The RRM System allows the end- about upcoming grants reviews
user to manage their profiles. and required reviewer expertise
for each program area.
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Become a HRSA Reviewer

Reviewer registration flow

Add Complete

Create Account Information Profile
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Register Add Update
Create Account Contact Details Reviewer Profile
Login Name Expertise Codes Keep it complete
Password Profile Questions and current.

and Answers

Resume

If you are registering for the first time, the RRM system will guide users through the

complete registration process. The reviewer profile should always be kept updated.
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© HRSA strives for integrity and impartiality in the objective review process. Peer reviewers are selected for each review based on their expertise. Registration in BRM

does not guarantee seleciion or confirration as a reyiewer.

HRSA needs new and experienced grant reviewers with expertisein:

Health Professions Training HIV/AIDS Maternal and Child Health Service

Organ Donation/Transplantation Primary Care for Underserved Populations Rural Health Care

Please click on these links for specific information regarding upcoming reviews and desired reviewer expertise
for each program area.

Grant reviewers help HRSA select the best programs from competitive groups of applicants. Reviewers are
chosen for specific grant programs based on their knowledge, education and experience. Grant review panels
are selected to reflect diversity of ethnicity, gender, experience and geography.

Reviewers use their expéertise to objectively evaiuate and score applications against published evaluation
criteria. Reviewers gain undersianding of the grant-making process and have the opportunity to communicate
with colleagues that often share common backgrounds and interesis.

HR5A grant reviews are usually held via the internet along with a telephone conference call or as a field review
where reviewers independentiy review applications with limited group discussions as necessary. In rare
instances, HRSA will conduct face-to-face reviews in the Washington, DC metropolitan ares lastingfor3to 5
days. in such cases, HRSA makes all |ogistical arrangements and pays for travel expenses and other costs.
Regardiess of review type, each reviewer who participates and completes their assigned duties receives an
honorarium.

When registering to be a HRSA reviewer in the Reviewer Recruitment Madute, you will:
- Creats an RRM Account;

2, Enter personal contact information,

3. Select general descriptions to.indicate areas of expertise;

4. Cut end pasie your resume information into & searchabie text box; and,

5. Attach and upload your resume document.

—

Download the RRM Registration Manuai“,-._.'

If you are not a registered RREM
account holder, please use the
following link to create your HRSA
reviewer profile today.

Register

if you have previously created an-account with
REM, and would like to add HRSA to your
current reviewer profile, please click on Register’
button to create your HRSA profifte.

If you already have an account with
RRM, you can

For support: RRMTechAssistance@hrsa.gov
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HRSA Expertise Areas and Upcoming Reviews

The HRSA Portal is a one-stop information storehouse

HRSA needs new and experienced grant reviewers with expertise in:
Health Professions Training HIV/AIDS Maternal and Child Health Service
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Organ Donation/Transplantation Primary Care for Underserved Populations Rural Health Care

Please click on these links for specific information regarding upcoming reviews and desired reviewer expertise
for each program area.

Grant reviewers help HRSA select the best programs from competitive groups of applicants. Reviewers are
chosen for specific grant programs based on their knowledge, education and experience. Grant review panels
are selected to reflect diversity of ethnicity, gender, experience and geography.

Reviewers use their expertize to objectively evaluate and score applications against published evaluation
criteria. Reviewers gain understanding of the grant-making process and have the opportunity to communicate
with colleagues that often share common backgrounds and interests,

* Health Professions Training

* HIV/AIDS

« Maternal and Child Health Service Click any of these links to access

« Organ Donation /Transplantation < specific information for the program

*  Primary Care for Underserved area from the HRSA website.
Populations

*  Rural Health Care

@H RSA U.S. Department of Health and Human Services
Health Resources and Services Administration




Register with RRM and become a reviewer

(,;;) Reviewer Recruitment

REGISTRATION SNAPSHOT

@HI!SA Enter HRSA agency portal url

https://rrm.grantsolutions.gov/AgencyPortal/H
dﬁﬁ;ﬁ?;;:;tf:;?:f;inryr‘i‘l:dc;:.;f:;at:ig :sna'rer:u?‘j;:::'e review process. Peer reviewers are selecied for each review based on their expertise. Registratian in REM RSA aspx
1. Click Register

Enter Email ID
Enter Verification Code
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A ; ; o Download the RRM Registration Manual™ 1.
HR5A needs new and experienced grant reviewers with expertise in: s 8t on Mamel &

Health Professions Training HIV/AIDS Maternal and Child Health Service If you are not a registered RRM Register
account holder, please use the i
Organ Donation/Transplantation  Primary Care for Underserved Populations  Rural Health Care RS R oot you PTG Complete Account Details
reviewer profile today.
Create Account
Please click on these links for specific information regarding upcoming reviews and desired reviewer expertise ifyou have previously created an-account with
for each program area. RRM, and would like to add HRSA ta your Get confirmation email

current reviewer profile, please click on Register’

Grant reviewers help HRSA select the best programs from competitive groups of applicants. Reviewers are
- prog P sroup: i £ button 1o create your HRSA profile.

chosen for specific grant programs based on their knowledge, education and experience. Grant review panels Z Logi n
are selected to reflect diversity of ethnicity, gender, experience and geography. *

Ifyou already have an account with
RRM, you can

Reviewers use their expertise to objectively evaluate and score applications against published evaluation

Complete Personal Information
criteria. Reviewers gain undersianding of the grant-making process and have the opportunity to communicate
with colleagues that often share commen backgrounds and interesis. For support: RRMTechAssistance@hrsa.gov Select EXpertIse Code

HRSA grant reviews are usually held via the internet along with a telephone conference call or as a field review . .
where reviewers independentiy review applications with limited group discussions as necessary. Inrare CO m p I ete Age n Cy P rOfI I e QueStI ons
instances, HRSA will conduct face-to-face reviews in the Washington, DC metropolitan ares lasting for 3to 5
days. in such cases, HRSA makes all logistical arrangements and pays for travel expenses and other costs. U pload Resu me
Regardiess of review type, each reviewer who participates and completes their assigned duties receives an
nonorarum.

3. Update Reviewer Profile

‘When registering to be a HRSA reviewer in the Reviewer Recruitment Module, you will
bbb il 4. Manage Account
2. Enter personal contact information,

3. Select general descriptions to indicate areas of expertise;

A o i paSte O] TESirn POk T SEY 10 3 S A CEYE By i Update Contact Information

S. Attach and upload your resume document.

Change Password
Change Email Address

W
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Enter your primary E-Mail address and click the Verify that the verification code was received in

“Send Verification Email” button the Email address you provided.

= T E ] L n s 2018-08-2418:32
(_(--) Reviewer Recruitment Primary Email Address Confirmation (s few seconds ag0)
From: No Reply - RRM Support <NoReply@grantsolutions.govs K
To: <JDoe@testcom>
More info
#
HTML | HTMLSource  J=d = Raw | Analysis  Check HTML InR]

Home » Choose Primary Email
Hi,
Account Creation ) ) ) ’ ) - o

You have requested to create an account at RRM, with JDoe@test.com being the primary email address. To authorize RRM to use this email address to communicate with
you, please copy the following entire code and paste into the box provided by the web page to continue your registration.

Primary Email 796ca0c341d640cfa3278c27¢2d02335
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@ RRM uses email a5 & primary Way of communication. Please provide an email address thak we tan best reach you. We will send cut 2 verification code that is required If you believe this email is received in error, please disregard this message. This email address will then not be registered in RRM.
10 complete the next stepiin the registration process:
Thankyon
RRM Support Team
Primary Email Ll
Please do not reply to this message. Replies to this messag dtoan i ilbox. If you have questions, please navigate to
| IDoe@rest.com| htps://1 i / ] s il to the i o listed.

= : 2
(.(—-) Reviewer Recruitment

» Copy the verification code from the email and paste
it in the “Verification Code” text box. Click the

Account Creation

“Verify” button. System navigates to Account
Creation Page.

Verify Primary Emall

 RRM Lses email as @ primary way of communication. Please provide an ermiail sddress that we can best reach you. You willthen need to check your email to logk far @
message from RRM providing you with 4 verification cade, which you will need to tomplete the next step

Verification Code: =

TSR eSS Z2 Please make sure the Email address, the verification

code are accurately entered into the text box
without any extra spaces.

ek yancay-Friday = 18664242637 M HRSA Only:
8AM-6PMET ‘ PAR!  RRMTechAssistance@hrsagov

All Other Agencies:
RRMSupport@grantreview.org

@H RSA U.S. Department of Health and Human Services 7
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Create Account by entering First Name, Last Name, Desired Username and Password details as per
guidelines that are listed on the page. Enter your password again for confirmation. After entering all of

the required information, click the “Create Account and Login” button.

(_-) ﬁeﬁiéwer Réc ruiiment

L

Account Creation

Please create your password using the guidelines listed below.

* Min 8 and Max 20 characters

* Arleast 1 uppercase character (A through Z)

* Atleast 1 lowercase character {a through z}

» Atleast 1 numeric (0 through 8)

* Atleast 1 special character 1, * @, 2 §, %, % &, + =7,<> ~)

Primary Email =
|Doe@test.com

First Name =

Last Name =

Desired Username *

Password =

Confirm Password *

Create Account and Login

Q—-_-) RIIE\I.!i.é.wer. Réﬁrhitment
f

Account Creation

Please create your password using the guidelines listed below.
* Min 8 and Max 20 characters
* Atleast uppercase character [A through Z)
» Atieast lowercase character (a through z)
* Atieast numeric (0 through 5}

Primary Emall =

|Boe@test.com

First Name *

lane

Last Name =

Doe

Desired Username

|Doel

Password =

Confirm Password *

Create Account and Login

<HRSA

U.S. Department of Health and Human Services
Health Resources and Services Administration

>
0
®)
@)
C
2
—
e
P
m
>
-
®)
e



Welcome to Reviewer Recruitment Module

Your account is created, and system would
prompt you to login to RRM.

Log in to RRM with the User Name and
Password used to create the account.

Once you log into the system, you will need to
complete the following personal information
details:

Contact Information

Linked In Id

Primary and Shipping Address

Primary Expertise Code

Welcome to RRM

From: Mo Reply - RRM Support <NoReply@grantsolutions.gov>

To:  John <JDoed@testcom>
More info
HTML HTML Source T Raw Analysis Check HTML
Dear John,
C lat You h fully created an account in RRM. Your login name is:
1Doe5

Welcome to RRM!

RRM Support Team

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have questions, please navigate to
https://rrm.grantsolutions.gov/ContactUs.aspx and send an email to the contact information listed.

(—) Reviewer Recruitment

Welcome to the Reviewer Recruitment Module (RRM)

User Name

JDosl

Password

Forgot User Name Forgot Password

If you ere not registered with RRM, please Click here.

Asa registered member of this website, you will receive communications about opportunities to
participate in discretionary grant reviews. Piease keep your profile active by updating it regularly.

Sl \onday-Friday o 1.866.424.2637 N  HRsAOniy

Bl oam-cemer & P RRMTechAssistance@hrsa.gov
All Other Agencies:
RRMSupport@grantreview.org

<HRSA
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Reviewer Information and Contact Details

Personal Contact Information

@ Please provide your contect information. Fields with * are required.

Personal Information
Prefix

Select

Primary Phone *

Linked [

Select Primary Expertise™

Sefect

Last Name * First Name * Middle Name

Dos Jane

Primary Email Employer/ Organization

|Doe@restcom

Primary Address

© Home © Work @ Other

Shipping Address

Same as Primary

Street 1

Zip

State*

| Selec

Zip*

“sn

Fields marked with a
mandatory.

are

It is recommended that Linked In
and Employer/Organization details
are entered.

Primary and Shipping addresses

help HRSA in the reviewer outreach
exercise.

Please make sure you update your
contact information as needed.

Fill in your contact information and
click the “Update” button to finalize
your entries, and advance to the
next section — Reviewer Profile
Page.

@H RSA U.S. Department of Health and Human Services
Health Resources and Services Administration
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Keep the profile updated, and current

» User should ensure completion of Expertise, Profile Questions and Resume sections
in order to keep the profile current.

» Updated reviewer profile is key to selection to review opportunities.

& — TheGrant Center of Excellon: A Welcome [Doea:?
(-_-) Reviewer Recruitment e x.:,

Log of

1 Reviewer Profile Account Management -

Home = Reviewer Profile

Reviewer Profiles
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@ Here's a brief summary of the agency profiles on file. Please update your profile to keep them current.

Agency: HRSA
Summary ltem Last Update Status Action
Expertise 9/4/2015 11:08 AM Incomplete Update
Profile Questions (Never) Incompiete Update m
Rezume [Newer) Incomplete Update

” RSA U.S. Department of Health and Human Services
Health Resources and Services Administration




Primary, Secondary, and Tertiary expertise areas

Click on Update button in the Expertise section. Select your expertise areas from the dropdown menus, and
“Save” the entries.

(= vof € A wek
& Reliewer Recruitment "

A FReviewerProfle  Account Management -

Home » Reviewr Prfle

‘;;-? Reviewer Recruitment

Reviewer Profiles

8 reresabrir e et your profie o

e 4 Reviewer Profile Account Management -
Agency: HRSA

Summary ltem Last Update Status. Action

Update Expertise

Profle Questians (Neve) Incomplete. Update

Resume (Never) Incomplete Update

goa

€ Please select your sress of expertise in priority arder.

SNOILO313S 3SI1¥3dX3 31vVdAdN

Primary
Access to Health Care v

Secondary

Child Development v

Tertiary

Children, Youth & Families v

Cancel Save

The expertise code choices can be updated anytime after completion of the registration process.

(@H RSA U.S. Department of Health and Human Services
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Agency Profile Questions

You will now need to select answers for the agency profile questions. When you have made all of your
selections, click the “Save” button.

Update Profile Questions Agency: HRSA

& Reviewer Recruitment

@ Picase compiee your profie forthe ageney by completingihe profie question secton
A RevewerProfie  Account Management -

SNOILSIND 31140¥d

1 Whatisy
(Plessechoass el Home » Revaner brofe
© Health or Dental Care Delvery
© Health or Dental Care Education
© Heath or Dental Care Administration

Reviewer Profiles

© Finandial Management or Planning
@ Pharmacology
® Other

e Tie ipaate your profie to keep

2. Whatis (are) y work setting(s}?
(Rlse coase 70 more than 2nork stings) AERCyHRER,
& Hespital

[ Meatth Center

@ Other Health or Dental Care Faciity Summary ltem Last Update Status. Action
[ Medical Training Insttution

. Other Academic Institution

[ Federal,State or Local Government

# prvce Sector o Non-Proi rganization froi Questins ever ncompiee
¥ Other

3. Whatis your highest or type of degree?
(Plesse chouse el

© Doctorate

© Master

Experuse 9/4(2016 1108 AM Incompiese: Updae

Resume (Never) Incomplete: Updare

© Bachelor
© Asseciate

© Any Medical Degree
@ other

6. VOLUNTARY- How did you hear about RRM?
(T inormation e provice = complately VOLUNTARY.)

@ HRSAWebsite

5 professional Conference or Convention

5 Another Reviewer

¥ other

7. VOLUNTARY- Which of the following do you identify yourself with?
. ) ) . .

© HispaniciLatino

© Nt Hispaniciatino
® check

.

8. VOLUNTARY- Which of i you identify yourself with?

e wunTaRY
[ American Indian / Native American
© Asian
[ Black/ African American
[ Native Hawaiian / Pacific Islander
“ White
¥ Male
# Female
Concel SRS

@H RSA U.S. Department of Health and Human Services
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Resume and summary

After completion of agency profile questions, the system will enable users to add a resume to

JNNSTY Ady

their profile. Click the “Update Resume” button to get started.

S Reviewer Recrui s
(aa—-) Reviewer Recruitment

@ Heresa et summary

Agency: HRSA

. 1 Reviewer Profile Account Management -

Manage Resume .

@ Please updare your resume at least once & year or a5 often as you chaoze.

Do you have 3 new resume? Do you have a updated version of this
My resume resume?

(@H RSA U.S. Department of Health and Human Services
Health Resources and Services Administration 14



Add Resume, cont.

Three steps to resume upload:
» Click on the “Choose” button to upload resume from your desktop.

» Type or Copy and Paste a summary of your skills, experience and specialties. You may add all
or part of your resume.

» Click the “Upload Resume” button. The uploaded file name and updated time along with
resume summary text will be displayed, marking the completion of resume upload process.

JNNSTY Ady

4 B > ThisPC > Desktop

Organize v New folder

Add Resume g

RDandREQ# A Name

MVC Requireme RRM 1.00 release

Management -

© Flezse folow e st

Agency: HRSA

pelow to add your resume. Felds with * are required.

§ textbox details about your skills, experience Click on the Browse button to locate your resume.
| or part of your resume to complete this (Acceptabile file formats are PDF, .doc and .doox)
process. We will query the data you enter here to help identify individuals ‘Choose File | RAN Resume. dacx
with the qualifications for a specific review.

NOTE: Reviewers will be salected based on the resume you attach in Step 1.
Upload Resume
Once you have registered, you may update any part of your profile including

your resume and this data as often as you wish.

Summary of skills, expsrience and specialties. You may add all or part of your
resume to complete this process.

i‘" RSA U.S. Department of Health and Human Services
Health Resources and Services Administration 15



Add Resume, cont.

>

>

Only one resume may be uploaded to the RRM System at a time. On clicking the ‘Back’
button, system would open the Reviewer Profile page.

On clicking ‘Download’, user can download a copy of the resume.

If you wish to add an updated resume, delete the current resume and upload a new one. On
clicking ‘Delete’ button, the system will prompt if you wish to proceed. On confirmation,
system navigate to ‘Manage Resume’ page where user can upload the new resume.

>
)
O
X
m
wn
C
<
m

X Welcome |Doed !

Log off

Do you have a new resume? Do you have a updated version of this
My resume resume?

File name : RRM Resume.doox
Fite updared on : 9/4/2078 11:535:39 AM

W

) RSA U.S. Department of Health and Human Services
Health Resources and Services Administration 16



Reviewer Profile Page

Reviewers should always ensure that the Expertise Codes, Agency Profile Questions, and
Resume sections are completed. The sections should be updated regularly and put in
“Complete” status. The last updated date and time are displayed next to the status column.

&y, T Granks Conter of Exceller 2 Weicome [Doed!
(.:-) Reviewer Recruitment ; me_i

Log off

# Reviewer Profile Account Management -

X
m
=
m
=
m
P
-
X
o
L
—
m
-
>
)
m

Home » FHeviewer Profile

Reviewer Profiles

© Here's 3 brisf summary of the agency profiles on fite. Please update your profile 1o keep them current.

Agency: HRSA
Summary ltem Last Update Status Action
Experiise I T 11:23 AM Complete Update
Profile Questions (MNewver) Incomplete Update
Resume S4/201812:09PM Complete Update

X

) RSA U.S. Department of Health and Human Services
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Manage your account

c-—— The ants Center of Ex 1\'-'-!5-:- e |0
(:-? Reviewer Recruitment - .

# Reviewer Profile Account Management {

Home * Account Management

Account Management

® ) §

Account Details Contact Information

ININIDOVNVYIN LNNOIDV

G G

Change Password Change Email Address
ek oy Friday ™% 18664247637 M HRSA Oniy:
m EAM-6PM ET ‘ b RAMTechAssisance@hrsagov

All Other Agencies:
RRMSupport@grantreview.org

%" R A U.S. Department of Health and Human Services
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Contact Information

>
(@)
S
You may update your contact information at = C
anytime. Click on the “Contact Information” Personal Conactnformatin 5
hyperlink to update your contact information. — =
= pomerne >
s . prd
”:meName Fa >
)
— m
@ 1 |Doe4@estcom
S — Z
, m
| _ — =
G G
Change Password Change Email Address m [ —I
m i a DS Ml
Make changes to your contact information
and click the “Update” button to finalize your . —
entries. o -l
Click on ‘Manage Addresses’ link to update
your Work, Home, Shipping and Other Shipping Address
addresses. iy @
Cance! ||

@H RSA U.S. Department of Health and Human Services
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Contact Information, cont.

(,{:) Reviewer Recruitment

Address Management

Home = AccountManagement = Manage Addresses

(;:) Iiu\';iewer'ﬁ.ecr'ui(ment

Click the ‘Edit’ button, and make changes to
your current addresses - Work, Home,
Shipping and Other addresses.

Add new addresses to your contact
information.

Address Address Type Is Primary . .
ot Sosers s Update your primary address by selecting an
existing address.

(,;—_-? Reviewer Recruitment

Add new address Update current address

& Reviewsr Profile

Home = AccouniManagement = Add Acdress

Make this address primary

Adtress Type® Address Type™
5 v Home =
Address Name™ Address Name-
Waork
Address Straet 1+ Address Street 17
1400 Key Boulevard, Suite 300
Address Street 2 Address Street 2
city= City*
Arfingeo
State” State™
Seler v Vicglni v
Zip cod Zip code”

Account Management ~

Home = AccountManagement » Edit Address

Make this address primary
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Change Email Address

To update your Email address associated with the profile, click the Change Email Address
hyperlink.
» Enter your new email address and click the “Send Code’ button.

(S Reviewer Recruitment

&y, 1M Grants Cemter of Excellen it [
(;_—:, Reviewer Recruitment

Home » Account Management

Account Management

[, Reviewser Prafile Aoccount Management = ® 2

‘Account Details ‘Contact Information

Home = Account Management = Change Email Address
Change Email Address S

ININIDOVNVYIN LNNOIDV

Your Current Emaii address is:
Monday-Friday

Bl eav-semer

1.866.424.2637 HRSA Only:
Yl eare

»

JDoediptest com

Piease enter your new email addreszs in the designated box then click the "5end Code” button.

An emall will be sent 1o the new emall address provided containing & verification code o confirm your email address change.

Pleaze copy the verification code from your email and paste it into the designated boo then click the "Verfy Code” button.

When the cosrect code is entered the "Change Email” button will be activated; please click the "Change Email” button te finalize the change to your email address.

Mew Email™
‘ I

By checking this bow, [ certify that L. am, or under the autherization from, the owner of the email
address indicated sbove.

i‘" RSA U.S. Department of Health and Human Services
Health Resources and Services Administration




Change Email Address, cont.

» An email will be sent to the new email address with a verification code. Copy the verification code and
paste it in the “Verification Code” field on the Change Email Address page.

» Click the “Verify Code” button. Once verified, click the “Change Email” button to finalize your update.

2018-09-04 1000
(s few seconds ag0)

RRM Account Email Setup

From: Na Reply - RRM Support <NoReply@grantsolutions.govs Sizer 16 K8
" Profie  AccountManagement - To:  Jane Doe </Doe4@mail com>
More info
Home » Account Management +
Ch Email Add HTML * HTML Source Raw  Analysis  Check HTML 2
ange Emai ress
Your Currens Emai addrass i Dt ey

JDaed@test com
You have raquested to use this email address as your primary point of contact for RRM. You must copy the entire verification code below and paste it into the box provided
on the RRM email change verification web page to complete the process. If you chose to re-enter the code, please type carefully as it is case sensitive.

e thangs to your mal sdsrass. Verification Code:[XHCPCAV2VPK2ZBXH

Thank you.

New Email-

RRM Support Team

from, the owner of the smail

Please do not reply to this message. Replies to this message are routed to an unmonitored mailbox. If you have questions, please navigate to
https://rrm.grantsolutions.gov/ContactUs.aspx and send an email to the contact information listed.
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Reviewer Recruitment

#  ReviewerProfile  AccountManagement - #  ReviewerProfile  Account Managsmsnt -

Home - AccountManagement » O

Home = AccountManagement » Changs Email Address

Change Email Address Change Email Address

An emall nas been sen

0 the new addres= provided. Plesze check your email for the requirad verificasion code Volur nal Stticats has besh apaated Sareserily

Your Curr addre

‘Your Current Emal! addressis:

JDos4@test.com IDoe4@mail.com

ddress in the desiznated box: then dick

Send Code” huttan, = Please enter your new email addrass in the designated box; then click the "Send Code” button,

con a 20 confirm your email sddress change = An emallwil be sent 1o the o confirm your email address change.
m your emal ar dilck the "Verify Cods” button, .
entered the “Changs Emal” button will be activated; please cl & “Change Email” tten te finalize the change to your email address. = Wher the correct code is enterad the “Changs Email® butzon will be ieas b the change te yeur email address.
verification Code™ New Email™
XHCBCAVZVPIZENH |Boss@mail com

Ed Ed
By checking this box | that|am, or under the autharization from, the owner of the email By checking this box, | certify that Fam, er undar the autherization from, the owner of the emall
address indicated ahove. adaress indicated above.

e [ e

X

U.S. Department of Health and Human Services 2
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Change Password

To update your password:

» Click on the Change Password hyperlink.

» On the next screen, enter your old password, your new password, and verify the new
password.

» Click “Update” button to finalize your changes.
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Home = Account Management » Change Password

Change Password

2]
»

Please create your password using the guidelines listed below.

Iin & and Max 20 characters

At least 1 uppercase character (A through Z)

Atleast 1 lowercase character (a through z)

At least 1 numeric {0 through 5)

At least 1 special character (|, *, @, % 8§, %, A, & +,= 7, <>, ~)

Old Password= New Fassword* Confirm Password*
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